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INTRODUCTION 
This  book  is  designed  on  tlie  Utest  pedagogical  prin- 
ciples practised  in  our  leading  institutions  of  learning 
In  all  study  it  would  seem  to  be  the  aim  of  the  student 
to  make  sure  that  th.i  knowledge  gained  is  the  most 
reliable  and  best,  and  >hat  the  method  of  gainmg  this 
information  is  the  most  practical. 

Education  is  a  growth,  an  organism  or  a  structure 
and  progress  and  security  depend  upon  how  we  study! 
To  attempt  to  build  the  superstructure  before  the 
foundation  has  been  well  laid  has  been  the  cause  of 
much  evil  in  both  the  mental  and  physical  worlds 
There  is  nothing  difficult  to  understand,  so  far  as 
human  experience  goes,  if  it  is  properly  presented. 
\N  hen  the  end  is  confused  with  the  beginning  or  middle 
or  the  beginning  with  the  end,  there  is  no  cause  for 
complaint,  should  the  issue  be  clouded.  A  place  for 
everything  and  everything  in  its  place  is  as  necessary 
m  study  as  it  is  in  the  building  of  a  machine. 

Thoroughness  and  quality  alone  possess  the  highest 
value.  A  person  in  reciting  would  deserve  no  com- 
mendation when  someone  with  a  book  prompts  here 
and  there  by  giving  the  word.  We  only  know  a  thing 
when  we  can  recall  it  without  any  special  eflfort  or 
when  it  Cv>mes  automatically. 

Robert  Boyd 
(Author  of  "Boyd  Syllabic  Shorthand"). 
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SPECIAL  FEATURES  OF  THE  BOYD  LETTER 

WRITER. 
edLc^°^^^  occurring  most  frequently  are  given  prec- 

2.  Due  attention  is  given  to  repetition  for  memory 
and  review. 

3.  A  list  of  words  are  arranged  in  groups  with  re- 
gard to  similarity  of  spelling  and  use. 

4-  All  sentences  and  phrases  are  concise  gram- 
matically, and  are  free  from  obscure  references,  super- 
fluity and  ambiguity. 

5.    A  large  variety  of  ordinary  salutations  such  as 
Dear  Sir"  at  the  beginning  of  the  letter  and  the 
various  conclusions  of  courtesy,  such  as  "Yours  truly  " 
have  been  given  due  prominence. 
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DIREniONS  Foil  STT'DY 

1.  lifani  the  first  principles  thorouglily. 

2.  Psiss  over  no  point  until  it  is  well  understood. 

3.  Roviow,  review,  review.    For  one  hour  spent  in  new 
study  there  should  lie  two  hours  spc^nt  i:i  review. 
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EXERCISE  1 


1.  It  is  on  the  floor. 

2.  The  shop  is  on  9th  St. 

3.  In  all  probability  it  is  in  the  store. 

4.  The  stoves  are  at  the  station  on  5th  Av. 

5.  Our  shop  on  Union  Av.  is  closed  this  evening 
usual. 


as 
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EXERCISE  2 
V<tir)el8~a    c    i    0    u 

Coruionant>i~h    c     d     f    g    h     j     k     1     m     n     p 
q    r    8    t    V    w    .\    y    z 

1.  The  gem  is  on  the  floor. 

2.  It  in  probable  the  boy  is  at  the  station. 

3.  The  old  man  bought  the  store  on  the  comer  of  5th 
Av.  and  10th  St. 

4.  All  our  business  affairs  are  transacted  promptly  and 
satisfactorily. 

5.  The  little  boy  brought  the  correspondence  to  the 
old  man  on  the  3rd  or  4tli  of  November. 
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EXERCISE  3 


be  by 
do 

go 
lie 
me  my 


no 


see   cK.* 


via 


you 


»7 


1.  We  do  see  you. 

2.  The  old  man  bought  my  shop. 

3.  You  will  go  with  me  to  see  the  show  this  eveninc 
at  7  o'clock. 

4.  We  hope  to  hear  from  you  as  soon  as  possible  in 
regard  to  our  correspondence. 

5.  Our  store  is  lit  by  electricity  generated  at  the  power 


station  in  the  north  part  of  the  city. 
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DIRECTIONS  FOR  SPECIMEN  LETTER 

Various  forms  are  used  in  the  writing  of  a  letter, 
but  the  one  on  the  next  page  appears  to  be  the  most 
common.  It  is  desirable  to  note  how  different  firms 
conduct  their  correspondence. 

1.  Insert  the  date  of  writing  after  or  near  the 
name  of  the  city  or  place  where  the  letter  is  written, 
such  as,  June  8,  191  . 

2.  The  name  of  the  party  to  whom  the  letter  is 
sent  begins  at  index  5  on  the  typewriter,  e.  g.  Mr. 
Arthur  Norris,  This  leaves  a  margin  of  about  one 
inch  on  the  left  side  of  the  letter. 

3.  Begin  the  residence  or  place  of  business  at  index 
10  on  the  second  line,  e.  g.  107  North  Vine  St. 

4.  At  index  15  on  the  third  line  is  placed  the  city, 
county  or  state  where  the  person  to  whom  the  letter 
is  sent  resides,  e.  g.  Springfield, — an  1  if  a  fourth  line 
were  used  it  would  begin  at  index  20. 

5.  The  introductory  salutation  such  as  "Dear  Sir" 
begins  at  index  5.  the  beginning  of  each  paragraph 
is  at  10  and  the  regular  line  at  5. 

6.  The  closing  expression  of  courtesy  such  a.s 
"Yours  truly"  begins  about  the  middle  of  the  page, 
and  the  name  of  the  writer  is  signed  immediately 
under. 

It  is  important  that  the  letter  be  constructed  with 
a  view  to  neatness  in  form  and  clearness  in  reading. 

On  the  envelope  the  name  is  placed  about  the  mid- 
dle, and  in  all  other  respects  follow  the  same  order  as 
the  address  in  the  letter. 

In  the  business  letters  the  person  addre>  ,d  may  be 
supplied  by  the  reader. 
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<94my.^Mf,      jua«  Sth,  19" 


Ttr.  Arthur  ITorrls, 

107  Vorth  Vim  St., 

Sprincfitld,  fcnt,  S.  A. 


Caar  Sir: 

la  reply  to  jwxr- 


With  er«mt  rctpcot,  «•  rcoaln, 

Yoors  trul;-, 


(^y./-   *   &/H//t,M^   ¥•/,.,/ 


CHICAGO.   ILl. 


Mr.  Arthur  Korrls, 

lO?  Worth  Vln«  St., 

Sprlngflald,  Pam,  S.  A. 


JO 


IIOMi  I.KTTKK  VVUITKM 


W     ^      ^       -^       *^^ .       J 

r\^  — ^  S  5         ^         ^    V- 


Hnvii  LliiivM   WHIIIM 


Jl 


sn-iiiAi.  i.ivi  ri..Ks. 


} 


1  . 


Dimr  Sir: 

W*  havtf  thu  honor   to  «tatti,    In     i^iily  to  your 
inquiry  of  tha  4th   ln«t..    Ihrtt   thu   Inatltutlon  wlil.M 
you  refur  to  in  iittunttfct   in  th«  b«iHl  jmrt  of   thu 
olty.     It  U  thoroughly  up  to  data,   nmt  h.iM  nicplrt 
nooomaodatlon  for  300  p«opU. 

In  th«  InoloMd  oatnloft  you  will  find  further 
inforaatlon  wh4oh  w«  hop«  wUl  b«i  urttlwfnotory.    All 
InqulrlM  will  rwoailvii  our    tmmtidlntd  ationtlot.. 

W*  hnvg  tha  honor   to  b*. 

Yonr*   trnly. 
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I, 


Gentlemen: 


L 


-e 


In  reference  to  our  conversation  of  this  day 


in  regard  to  your  proposition  to  rent  an  office  at 


9  East  43rd  St.  ,   we  wish  to  state  that  we  have  con- 


ferred with  our  agent  in  reg£u:d  to  the  matter,  and 


we  beg  .0  inform  you  that  we  are  unable  to  accept 


your  offer  for  reasons  already  stated.  It  is,  how- 


ever, our  wish  to  have  you  as  our  tenauit  and  to 


assist  you  in  so  far  as  we  may  be  able  to  do  so. 


0  The  proposition  we  made  you  is  the  best  we  can  do 


under  the  present  circumstemces. 


Hoping  to  hear  from  you  soon,  we  are. 


Yours  respectfully. 
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Dear  Sir: 

We  wrote  you  on  the  5th  ult.  in  reference  to 
a  matter  connected  with  Messrs.  Stowe  &  Co.  of  your 
city,  and  we  regret  to  state  that,  up  to  date 
we  have  not  received  any  reply.  The  information 
we  request  is  exceedingly  necessary  at  the  present 
time,  and  we  hope  to  hear  from  you  at  an  early  date. 

We  h£ul  the  pleasure  of  a  visit  from  your  repres' 
entative  a  few  days  ago.  when  he  showed  us  a  sample 
of  your  goods,  and  it  is  quite  probcble  that  in  the 
near  future  we  will  place  a  large  order  with  you. 

With  great  respect,  we  remain. 

Yours  very  truly. 
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Gentlemen: 


In  reply  to  your  letter  of  the  17th  inst., 
we  would  say  that  the  party  you  iLention  is  doing 
business  at  No.  109  West  12th  St.  in  this  city. 

5     We  regret  very  much  that  when  we  wrote  you 
in  regard  to  the  financial  standing  of  the  firm  of 
W.  G.  Hope  &  Co..  we  did  not  receive  an  immediate 
reply.  We  have  had  an  opportunity  to  do  considerable 
business  with  this  firm,  but  we  do  not  wish  to  enter 

0  into  business  relations  with  them  without  being 
amply  secured. 

Trusting  that  we  have  not  inconvenienced  you 
in  the  matter,  we  beg  to  remain. 

Very  respectfully  yours. 
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Vty  Dear  Sir: 


1 


\^ 


In  our  Aaaociation  at  South  Point  there  are 
about  one  thousand  members  who  carry  on  a  large 
wholesale  business  in  hard  and  soft  coal.  We  are 
informed  that  you  are  supplying  the  Northern  Elec- 
tric Co.  with  soft  coal  for  manufacturing  purposes. 
We  are  further  informed  that  this  company  is  furnish- 
ing a  part  of  this  coal  to  their  employees  and  others. 
We  wish  to  call  your  attention  to  the  fact  that,  under 
the  present  circumstances,  this  is  against  the  rules 
of  the  Association,  and  we  hope  that  you  will  take 
immediate  steps  to  relieve  the  situation  which  is 
becoming  almost  intolerable  to  the  retail  dealers 
at  South  Point. 

Kindly  let  us  hear  from  you  at  your  earliest 
convenience  in  reference  to  the  matter  and  oblige. 

Respectfully  yours. 
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ify  D«ar  Friend: 


^ 


'^ 


On  March  14th.  w«  aad*  what  w«  thought  to  b« 
a  satisfactory  adjustment  with  reference  to  the 
shipaent  which  we  recently  sent  to  you.  and  which 
was  short  ono  stove.  We  also  asked  you  to  have  the 
agent  oake  a  notation  on  your  freight  bill  to  the 
effect  that  the  stove  was  missing.  Not  having  heard 
from  you  we  are  again  writing  you  as  we  need  your 
assistance  in  order  to  settle  the  matter. 

Should  the  agent  for  any  reaFon  refuse  to  make 
such  a  notation  kindly  state  that  fact  on  the  reverse 
side  of  this  sheet  and  mail  to  us  in  the  inclosed 
stamped  envelope. 

Thanking  you  for  past  favors  and  trusting  that 
we  may  have  your  future  patronage,  we  remain. 

Sincerely  yours. 
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Dtar  Uadaa: 


Wo  are  In  receipt  of  your  ifslued  favor  of 
recent  date,  and  we  regret  very  such  our  error 
In  haiidllrg  your  firet  letter.  If  you  have  not 
5  received  a  aatiefactory  atateoent  up  to  thla 
tiae,  kindly  advise  u«  as  soon  as  possible  glvii« 
a  eoBplete  restatement  of  all  the  facts  in  the 
case.  We  shall  be  pleased  to  take  the  aatter  19 
very  carefully,  and  ve  will  guarantee  to  give 
10  your  letter  our  very  best  attention.  Be  sure  to 
use  the  inclosed  envelope  when  writing  to  us  again 
should  you  find  it  necessary  to  do  so. 

Assuring  you  that  we  wish  to  make  all  your 
transactions  entirely  satisfactory  to  you,  we  beg 
15  to  remain, 

Yours  very  respectfully. 


34  Bovi)  m:tte«  writer 
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D«ar  Mr.  Shaw: 
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I  reached  here  to-di^,  ..  7:30  a.  ,.  b,  th. 
Star  union  R.  ,.  an,  p,^,,,  „^,^  ^__  ^^    ^^^ 

»ho  gave  ..  aai  the  „«„3,>^.^  l„for«tion  rel.tl,. 
5  t.  «.„„.  ,„!„„  ^  ^  .^^^  .  ..^^  ^^^^^^_^  ^  ^_^___^^ 

these  g«,tl...a  „  ^  ,4„,^,  ^„,^„.,^  ^^  ^___ 
qolck  and  decisive,  ispressing  ,e  r.voraw,  ,1th 
thsir  cmversation  and  othen,i«,  creating  in  „  . 
f«lln.  Of  security  In  opening  an  account  ,1th  their 
10  house.  Pro.  other  sources  I  learned  of  th.  ..t.,. 
in  shich  they  are  held  individually  and  a.  gratified 
in  being  enM,led  to  secure  a  large  order  fr,.  the.. 
Which  I  hereelth  send  you  ,lth  others  and  ,hl,h  if 
«tiafac,ory  I  have  no  doubt  ,iu  result  in  our  reo- 
S  ol'ing  their  future  corre.pond.nce. 

They  gave  „  ,ithout  hesitation  a  co.pl.te  underst- 
anding Of  their  affairs,  the  a«„„t  of  capital  e.ployed 
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and  business  done,  together  with  some  private  omtters 
Which  I  Shall  lay  before  you  on  my  return  to  tt  .ity. 
I  a.  sorry  to  hear  that  Wm.  Davis  is  considerably 
embarrassed  by  a  variety  of  causes.  My  opinion  is  he 
5  was  connected  with  the  Harris  i  Co.  failure.  Business 
appears  to  be  improving,  as  you  will  see  from  the  large 
number  of  orders  sent  you.  which  greatly  exceed  my  exp- 
ectations. I  Will  leave  here  on  Thursday,  the  6th  prox. . 
for  Grand  Crossing  where  I  shall  await  your  advices. 

Yours  very  truly. 
Dear  Sirs: 

Inclosed  please  find  money  order  for  $1.00  for 
-Weely  Star"  for  one  year.  Kindly  begin  the  subscr- 
iption with  the  June  issue. 


15 


Very  truly  yours. 


Die.  G.  W.  U. 
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I  am  reluctantly  compelled  to 


express  my 


-rprise  and 


disoppoliti^nt  at  flndi^j  tta  „^ 

'''-'  '  "  '''^°°"»'^  '•  «^-  "».  t,  ^  cu.t„.„. 
TMa  „„.-«  an«,a„c,  .„a  at  this  b„,y  .„,„ 

C.-eat  i„.-o.-.v.nicr.ce.  .,,„,,  ,,  „„„,^„^^  ^__  ^^ 
'""'  «=a^"  unc:-^on  b,  this  last  tr.asac.lon.  ^ 

U.-^  you  that  uaisas  ,.„  can  repiac.  th.  lavou. 

«r«^c..dc.-.ce  ror  ,h.  future.  Asking  for  an  l«d- 
-=>'.  rc,ly.  m  tho  »aantl„  ».i«^  ^h.  go«ta  .„bJ.ot 
15  to  jtour  order.  1  r««aln. 


f*<w«  sinetrely. 


••  f/U.  U. 
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Diur  L'r.  F.crs: 


^e  arc  greatly  concerned  to  hear  by  yours  of  the 
1»-  inst.  Of  t:,o  mrorior  quality  of  goods  sent  you 
last.  r.,ave  the  .attcr  our  i^ediate  attention,  an. 
5  cliccovcrca  Lhat  the  blunder  was  the  fault  of  one  of 
our  :-cu.-:3  nan  who  in  cclecting  chose  a  lot  of  coods 
»»  intended  for  the  auction  room. 

In  order  to  rectify  hia  mistake,  and  prevent 
as  c.on  C3  po33ible  the  vexation  and  inconvenience 
10  the  m.tter  must  cause  you.  we  hasten  to  notify  you 
Of  a  s-poient  this  day  of  a  very  much  higher  graie 
•^t^d..  a,  per  incloced  invoice,  which  wo  feel 
...'^d  •ill  meet  your  approbation.  In  .he  ^^tl^ 
you  will  Oblige  us  by  reshipping  the  other  consign- 
15  ment  at  your  earliest  convenience,  charging  freight 
and  all  expense  to  our  account. 


Truly  yours. 


BOYD  LETTER  WRITER 
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Uy  Dear  Friend  Allen; 


On  the  9th  mat.  «e  .ailed  you  an  order  for  gooda 
as  follows: 

12  gross  No.  6  patent  penholders 
5     3  gal.  axel  oil 

1  box  refined  soao 


4  doz.  lead-pencils 

5  brl.  flour  (xxx) 
Awaiting  your  reply,  we  are. 


10 


Yours  cordially, 


Dear  Hiss  Jonas: 


In  reply  to  your  favor  of  the  2nd  inst.  we  have 
pleasure  in  sending  you.  ur.der  separate  cover,  a  copy 
of  our  latest  catalog.  Froa  the  prices  marked  we  will 
15  make  you  a  discount  of  7  1/2^.  and  an  additional  dis- 
count of  2%  for  cash  in  ten  days. 

Very  respectfully  yours. 
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Skrt 


t9  return  you  herewith  Invoice  of  the  2nd.  ult. 
Tor  correction.  T.10  price  quoted  us  was  88.25  per  brl. 
Instead  of  SS.35  as  you  have  it. 
8     Aa  early  reply  will  auch  oblige. 


RM|P«otfully, 


rear  Krs.  Drew: 


In  reply  to  your  recent  letter  I  beg  to  send  you 
the  printed  natter  inclosed.  I  trust  this  will  be  found 
10  to  be  a  cufficient  response  to  the  request  contained 
in  your  letter  which  is  returned  to  you  herewith.  If 
the  material  sent  does  not  fully  meet  your  needs,  a 
further  inquiry  will  be  promptly  answered. 


Yours  faithfully^ 


n-;.  ".  n<.  s. 


t 
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D«ar  Sir; 

Upon  ay  arrival  here  y«attrday  frc  Iron  City 
I  iwediat.ly  call«d  on  Slot*  k  Son  in  accordance 
with  your  instruction*,  and  aftor  a  long  interviow 
5  have  COM  avay  with  very  disagreeable  ispressions. 
My  utmost  efforts  were  unsuccessful  in  drawing 
from  then  the  necessary  inforiation  regarding  their 
affairs.  I  think.  fro«  information  gained  from 
ethers,  they  do  not  stand  well  in  coamercial  circles 
10  and  it  is  a  question  if  absolute  reliance  can  be 
placed  upon  their  statements.  Therefore,  under  these 
circumftances.  I  shall  be  obliged  to  refuse  their 
order  unaccompanied  with  satisfactory  security. 
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In  Gate^i  Hatch  i  Co.  I  hava  every  confidence. 
Their  trade  has  increased  greatly  since  the  retire- 
ment of  Haswell  &  Co. 

Messrs.  White  &  Curry,  the  successors  of  Pratt 
5  Bros.,  have  as  you  will  see  from  the  inclosed  papers 
given  ma  a  large  order,  and  have  expressed  to  me  thoii 
entire  satisfaction  with  the  last  shipment.  Mr.  Chas. 
Pratt  will  call  upon  you  shortly  as  he  desires  to 
extend  the  business,  and  is  preparing  to  go  to  Forest 
10  City  to  make  arrangements  to  that  effect. 

The  results  of  my  trip  having  been  satisfactory 
beyond  my  anticipations.  I  will  leave  here  to-morrow 
for  Green  Bay  from  which  place  I  will  write  you. 

Yours  very  truly. 
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ent  ant 

bay  day 

gay  hay 

lay  delay 

5  may  nay 

pay  payable 
payment  paid 

non-payment 
unpaid 
prepaid  ray 

10  say  way 

play  stay 

gray  dray 

away  each 

such  much 

15  cannot  cancel 

»hich  what 

they  them 

made  make 

•ant  went 

20  took  taken 


WORD  GROUPS. 

able  unable 
ability  inability 
did  done 
wculd  could 
let  lot 
near  nor 
mere  nore 
ever  over 
self  myself 
ourselves  hicself 
herself  yourself 
Itself  themselves 
selfish  self- 
wrd  work''°"'^'°^ 


worth  unworthy 

trustworthy 

woro-   *orthlas3 
worse  world 

»orry  worn 
part  particular 
party  partiea 


apply  application 
law  lawsuit 
Jury  perjury 
Judge  Judgement 
act  action 
promise  premise 
»alk  talk 
e  ough  tough 
prior  period 
caution  precaut- 
concern  concess^ 
though  through**" 
"hole  while 
meanwhile  to-day 
to-night  to-mor- 
togother  towSd 
^If  often 
advise  advantage 
advance  return 
said  aforesaid 
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^0  know 

l<nown  know- 
ledge 
nothing  ack- 
nowledge 
nobody  notion 

5  hence  hence- 
forth 
once  twice 

announce  bet- 
ween 
couple  double 

trouble  lost 

10  mofft  co«t 

true  isiauc 

sue  clue 

tuition  ruin 

ensue  pursue 

15  Joy  enjoy 

point  choice 

appoint  toil 

soil  coil 

void  avoid 

20  noted  notice 


occasion  auct- 
ion 
co-operation 
.  ,^^  co-partner 
hither  hitherto 

therefore  there- 
of 
book  book-keeper 

debt  indebitness 

impose  impossible 

repose  compose 

held  hold 

last  lost 

list  lest 

least  charge 

during  durable 

signature  rec- 
ommend 
behind  prohibit 

hath  rush 

view  review 

escape  engage 

thing  anything 

something  anyone 


facility  object 

defer  differ 

difficult  def- 
.  ,     ^        inite 
defendant  desire 

nevertheless 

whatsoever 
whatever  somewhat 

contract  contrary 

control  controv- 
ersy 
country  counter- 
feit 
count  county 

council  counsel 

transit  transfer 

transform  trans- 

end  endeavor 

rend  render 

endure  endorse 

prove  approve 

appropriate 

f  -oximate 
apprist  appear 

rely  reliance 
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liable  reliable 
atraight  stror.3 
strict  instruct 
nejlact  salary 
5  du?lis:t3  cont- 
due  duly   ^•■'^'' 
•stato  catablicii 
Illustrate  occur 
•tenozraphy  type 
10  shorthand  type- 
force  enfo.-ca^* 
fora  foreign 
fix  fixture 
oix  Bixtura 
15  purpose  proposa 
copy  copyright 
author  authority 
direct  direction 
prcpar  property 


sooe  hoae 

sseo  same 
saaplo  other 
cnothcr;  otherwise 
^-so  cr.ricus 
J::-.xicty  elco 
less  lease 
lessee  lessor 
Isisure  leasehold 


lesaon  lessen 
release  unless 
useless  needless 

^ow    new 

who  why 

when  shall 

chould  she 

whose  whom 


20  prosper  prosper- 
ity 


succcess  succes- 
unsuccfMfui  ®°^ 
support  iK!f/ 


Iibcr  cption 
science  conscious 
proceed  project 
vouch  coach 
tax  flax 
axis  lax 
walk  talk 
luxury  flux 
sneeze  snag 
lino  learn 
loss  lord 
dont  front 
access  accuse 
»in  wine 
sit  site 
under  understaM 
undertake  undergo 
physics  physician 
Phylosephy  pli 
swear  sweet 
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DESIRING   INFORMATION. 
Dear  Sir: 

In  reply  to  yours  of  Sept.  27th.  regarding  adver- 
tisement which  you  ordered  inserted  in  our  Saturday 
issue,  August  30th.  beg  to  advise  that  we  are  unable 
to  trace  this  copy  from  the  information  given  in  your 
letter.  Would  you  kindly  advise  just  how  this  adver- 
ti?et-cnt  was  ordered,  whether  on  charge  or  cash  basis, 
and  whether  same  was  brought  into  our  office  or  sent 
by  mail. 

Upon  receipt  of  the  above  information  we  will  fur- 
tlier  investigate  this  matter  and  advise  you. 
Yours  very  truly, 

ACKNOWLEDGING    INTRODUCTORY 

LETTER. 
Dear  Sir: 

I  have  to  acknowledge  with  pleasure  the  receipt  of 
your  esteemed  letter  introducing  Mr.  Evans,  of  your 
town. 

It  is  perhaps  unnecessary  to  mention  that  I  shall 
endeavor  to  make  his  stay,  while  among  us,  agreeable, 
in  accordance  with  your  request.  Should  we  enter  into 
business  relations,  I  shall  name  him  our  best  terms. 

Assuring  you  of  my  appreciation  of  your  courtesy 
in  this  matter,  I  am,  believe  me. 

Very  truly  yours, 

RECOMMENDING  BOOK-KEEPER. 
Gentlemen : 

Mr.  Wm.  Frank,  the  bearer,  has  been  engaged  in 
our  office  as  book-keeper  for  over  six  years,  during 
vvhich  period  we  found  him  to  be  a  very  careful,  prac- 
tical, thorough  book-keeper,  and  can  readily  vouch  for 
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INTRODUCING  A  GENTLEMAN  SEEKING  A 

CLERKSHIP. 
Dear  Sir: 

The  bearer.  Mr.  Thos.  Lane,  has  been  employed  by 
me  for  the  past  two  years  as  entry  clerk,  and  has  given 
entire  satisfaction.  * 

He  is  ambitious  and  desires  to  secure  a  better  posi- 
tion than  I  can  offer  him  at  present.     If  you  can  make 
use  of  his  services  or  assist  him  in  securing  a  more 
promising  location.  I  will  appreciate  it.     I  am, 
Yours  very  truly, 

APPLICATION  FOR  POSITION. 
Gentlemen : 

the  position  of  collector,,  which,  I  understand,  has  re- 
cently become  vacant. 

I  have  done  similar  work  for  several  installment 
houses  in  this  city,  and  can  refer  you  to  Samuel  Jack- 
son  &  Co..  24  Sixth  Avenue. 

T     ^*  7i\^^  T^  ^'i"  *°  ^^^^^  yo"  ^^'th  diligence,  and 
I  would  be  pleased  to  engage  with  you  for  a  two 
weeks  trial  previous  to  a  permanent  engagement. 
Sincerely  yours, 

ASKING  FOR  A  LOAN. 
Dear  Friend : 

T  have  unexpectedly  run  short  of  funds.     Could 
rrn,?nl5'f ""'  '"u'  ^  i°^"  °^  ""^  ^""^l-'^^l  ^l^'J^'-S  for 

same  ?  '  *^  ^"^  ""^  "°*^  ^'  '^^""*y  fo''  ''^^ 

In  a  few  months  I  shall  be  in  good  shape  financiallv. 
and  you  can  count  upon  return  of  the  sum  when  the 
note  becomes  due.  Any  time  I  cm  do  you  a  similar 
favor  I  sKnll  be  .t^hd  to  hear  from  you.  Trusting  ta[ 
you  can  h:lp  me  cMt  -^t  this  time.  I  am,  as  ever,  " 
Very  tri:l\'  yours. 
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Ins  al)ility  as  a  correspondent.  He  is  an  excellent  pen- 
man, correct  accountant,  industrious  and  thoroughly 
reliable  in  every  way.  We  are  confident  that  wo  can- 
not recommend  him  too  highly,  and  wish  him  every 
success  with  you. 

Yours  respectfully, 

OPENING  AN  ACCOUNT. 
Gentlemen : 

As  we  are  flesirous  of  opening  business  relations 
with  your  house,  we  shall  ask  you  to  transmit  a  list  of 
prices,  stating  your  terms  of  settlement. 

Business  increases  rapidly,  and  we  are  in  a  position 
with  our  facilities  to  handle  a  large  quantity  of  your 
style  of  goods.  As  to  our  commercial  standing  we  are 
permitted  to  refer  to  the  International  Bank  uf  this 
city. 

Hoping  to  hear  from  you  at  an  early  date,  we  re- 
main, Yours  truly, 

ANSWER. 
Gentlemen  : 

We  are  pleased  to  acknowledge  receipt  of  your 
favor  of  the  first  inst.  In  return  we  beg  to  hand  you 
inclosed  price-list. 

The  goods  we  holi  are  of  all  grades  and  such  as 
will  command  a  ready  sale  in  your  market. 

Our  usual  terms  of  settlement  are,  6  per  cent  cash, 
3  per  cent  30  days,  net  4  months. 

Our  inquiries  as  to  your  standing  resulting  most 
favorably,  we  shall  be  pleased  to  accept  your  orders, 
confident  of  filling  them  to  your  satisfaction.  Mean- 
while, we  beg  to  remain, 

Respectfully  yours, 
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ASSIGNEE  TO  ASSIGNORS. 
Dear  Sirs: 

Having  conpletcd  the  business  intrusted  to  me  as 
assignee  for  the  benefit  of  your  creditors,  I  t)eg  to 
notify  you  that  I  am  now  ready  to  render  my  accounts 
and  deliver  into  your  hands  the  trust  imposed  uptin  me. 
Inclosed  I  hand  you  a  full  and  correct  statement  of 
transactions,  with  vouchers  for  each,  which  you  will 
please  accept,  and  if  satisfactory,  take  such  proceedings 
as  will  relieve  me  from  all  further  responsibility. 

You  will  perceive  from  this  statement  that  the 
balance  in  your  favor  over  all  indebtedness  is  $2,705.33. 
which  amount,  if  correct,  I  shall  be  pleased  at  any  time 
to  place  in  your  hands. 

Allow  me  to  congratulate  you  upon  so  favorable 
an  ending  of  the  matter,  and  to  present  my  best  wishes 
for  your  future  prosperity. 

Awaiting  your  answer,  I  am. 

Yours  respe<Jt  fully, 

REPLY  TO  A  PRIVATE  INQUIRY. 
Gentlemen : 

I  am  in  receipt  of  your  favor  of  the  8th  ult.,  and 
in  response  beg  to  say  that  upon  inquiry  I  find  that 
the  firm  you  mention,  dealers  in  dry  goods,  formerly 
of  this  place,  failed  here  in  19 — ,  both  parties  leaving 
immediately  for  Central  America,  since  which  time 
nothing  has  been  heard  of  them.  I  have  been  unable 
to  gain  the  slightest  particulars  of  their  whereabouts, 
except  a  rumor  that  one  was  located  in  the  city  of 
Plainfield,  and  that  the  other  is  or  was  doing  business 
as  a  commission  broker  in  the  city  of  Santa  Rosa. 

Hoping  this  information  though  slight  may  prove  a 
clue  to  something  tangible,  I  am 

Yours  sincerely, 
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SOLICITING  ORDER. 
To  whom  it  may  concern : 

We  wish  to  direct  your  attention  to  the  fact  that  all 
of  Webster's  smaller  Schix)l  Dictionaries  have  Iwcn 
revised,  and  desire  to  solicit  your  order  for  the  samj. 

The  dictinctive  feature  of  the  Academic  is  its  trent- 
ment  of  the  derivation  of  words.     In  this  it  conform 
to  the  latest  and  best  authorities.     The  vocabulary  ( 
each  is  very  full,  the  New  School  Dictionary  contain- 
'"I?  35.<JOO  words,  the  Academic  more  than  40,000, 
and  the  Comprehensi\e  nearly  50.000. 

These  books  are  of  convenient  size,  and  can  always 
be  kept  at  hand  for  ready  reference.  Teachers  say  that 
they  cm  obtain  better  results  from  the  use  of  our  school 
Dictionaries  than  when  pupils  had  access  to  an  un- 
abritlged  dictionary  only.  The  books  are  more  fre- 
quently consulted,  with  a  resulting  perceptible  benefit 
to  pupils,  lx)th  in  accurate  usage  and  in  pronunciation, 
and  their  use  leads  to  a  more  careful  and  thoroitgh 
study  of  words, — a  habit  of  incalculable  value  to  every 
student. 

The  books  are  beautifully  and  durably  bound  in 
half  leather  and  are  offered  to  you  at  the  special  price 
found  in  the  circular  letter  enclosed.  If  you  order 
within  sixty  days  from  date  of  this  letter,  it  will  be  our 
pleasure  to  give  you  the  benefit  of  our  "Offer  Ex- 
traordinary," a  copy  of  which  is  also  enclosed.  If  you 
should  not  care  for  the  premiums  offered,  in  lieu 
thereof  we  will  allow  you  a  further  discount  of  10% 
from  the  special  prices.  We  pay  transportation  charges. 

We  shall  be  pleased  to  receive  your  order  or  cor- 
respond with  you  further  with  reference  to  the  use  of 
these  books. 

Yours  faithfully, 
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INQUIRY  AS  TO  COUNTRY  SEAT. 
Dear  Sir: 

Hearing  of  your  intention  to  dispose  of  your  coun- 
try residence,  and  with  a  view  to  purchase,  I  address 
you  m  reference  to  the  terms  of  sale. 

May  I  ask  you  to  communicate  to  me  the  precise 
location,  numlier  of  acres  the  property  consists  of.  with 
a  description  of  the  premises,  stating  the  lowest  figures 
at  which  a  purchase  can  he  made,  also  advising  me 
what  day  and  hour  would  be  most  convenient  for  ex- 
amination ? 

Respectfully  yours, 

ANSWER. 
Dear  Sir: 

In  answer  to  your  favor  of  the  first  inst.,  regarding 
the  purchase  of  my  place.  I  reply  as  follows : 

The  grounds  are  near  Edgewater  Square,  within 
ttn  minutes'  walk  of  the  depot,  consisting  of  five  acres 
of  excellent  farming  land.  The  house  is  fifty  by  forty 
feet,  slate  roof,  built  by  day's  work  for  owner's  resi- 
dence, and  stands  complete  in  every  way.  It  contains 
about  twenty  rooms,  with  all  modem  improvements 
barns  and  out-buildings,  selected  fruit  trees  in  abund- 
ance, etc.  I  am  willing  to  dispose  of  the  entire  prop- 
erty for  $12,000,  net  cash. 

Any  day  except  Monday,  will  suit  me  to  have  you 
examme  the  premises,  over  which  I  shall  be  happv  to 
accompany  you. 

Hoping  soon  to  have  the  pleasure  of  doing  so,  I  am. 
Yours  very  truly, 
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ARTICLES  OF  CO-PARTNERSHIP. 

Articles  of  agreement  made  and  concluded  tliis  first 

dc-iy  of  July,  19 — ,  between  Herman  Crane,  of , 

party  of  the  first  i)art,  and  John  Winters,  of , 

party  of  the  second  part,  as  follows : 

The  said  ijartners  have  agreed,  and  by  these  pres- 
ents do  agree,  to  associate  themselves  as  co-partners 
in  art  and  trade  of  buying  and  selling  drugs  and  niedi- 
cines,  which  said  co-partnership  shill  continue  from 
the  date  of  these  presents,  for  and  during,  and  to  the 
full  end  aiu\  term  of  two  years  next  ensuing.  The 
name,  style  and  title  of  such  partnership  shall  lie  Crane 
&  Winters.  For  the  purpose  aforesaid,  he,  the  said 
Crane,  hath  upon  the  day  and  dale  hereof,  put  into 
partnership,  as  capital  stock,  the  sum  of  two  thousand 
dollars,  and  the  said  Winters  has  also  invested  the  like 
sum  of  two  thousand  dollars,  both  of  which  said  sums 
are  to  be  used,  laid  out  and  employed  in  common,  be- 
tween the  parties  hereto,  for  the  manageme:M  of  ih '. 
said  business  to  their  mutual  advantage.  And  il  -s 
hereby  agreed  between  the  parties,  each  hini'clf  re- 
spectively, and  for  his  own  special  :in<l  jnrticr.lar  part 
that  they  shall  not,  and  will  not,  at  any  tim?  he'^e-.fie-. 
during  the  period  above  named,  exercise  or  folio-  ih,« 
said  trade,  or  any  other  trade,  to  their  private  einnlu- 
ment,  or  advantage,  but  shall  and  will,  from  f-.r.e  t  > 
time,  and  at  all  times  during  said  period  (if  ihiy  slvdl 
so  long  live),  use  their  utmost  endeavors,  to  th*  b-^t 
of  their  skill  and  ability,  for  their  mutual  advnnta<:ic 
with  the  stock  as  aforesaid  and  its  increase,  nnd  rlsn 
that  they  shall  and  will,  during  the  periofl  a'"ores-'il, 
discharge  equally  between  them  the  rent  of  suth  pr»n- 
ises  as  they  may  hire  for  the  management  and  condt'ct 
of  the  trade,  or  business  aforesaid,  and  tlru  all  prjfil. 
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nam.  or  increase  that  shall  or  may  arise  from,  or  by 
reason  of  the  said  joint  business,  shall  be  equally  and 
proportionately  divided  between  them,-  share  and  share 
alike,  and  also  all  losses  that  may  happen  in  the  said 
business  by  bad  debts,  bad  commodities,  or  howsoever 
otherwise,  shall  be  paid  by  and  borne  equally  between 
them.     It  is  further  agreed  that  there  shall  be  kept 
during  the  said  period  and  joint  business,  perfect,  just, 
and  correct  book  accounts,  wherein  each  of  the  said  co- 
partners shall  enter  and  set  down,  as  well  all  the  money 
by  him  received  and  expended  in  and  about  the  busi- 
ness aforesaid,  as  also  all  merchandise  by  him  bought 
and  sold,  by  reason  and  on  account  of  the  said  co- 
partnership, and  all  other  matters  and  things  in  any 
wise  belonging  and  appertaining  thereto,  so  that  either 
of  them  may  at  any  time  have  free  access  thereto,  and 
also  that  the  said  co-partners,  once  in  twelve  months 
or  oftener.  if  need  shall  require,  upon  the  request  of 
either  of  them,  shall  make  and  render  each  to  the 
other,  or  to  the  executors  or  administrators  of  each 
cither,  a  tnie  and  full  account  of  all  profits  and  in- 
crease by  them  and  each  of  them  made,  and  all  losses 
by  them  or  each  of  them,  sustained,  and  also,  of  all 
Ijayments,  receipts  and  disbursements,  and  all  other 
things  whatsoever  by  them,  or  either  of  them   made 
received  and  disbursed,  acted,  done,  and  suflFered.  in 
the  said  co-partnership,  and  the  account  so  made,  shall, 
and  will  clear,  adjust,  pay  and  deliver  each  unto  the 
other,  at  the  time  of  making  such  account,  their  cc|ual 
share  of  the  profit  so  made  as  aforesaid,  and  that  .at 
Me  end  of  the  aforesaid  period  of  two  years,  or  other 
sooner  determination  of  these  presents,  they,  the  said 
co-partners,  each  to  the  other,  or  in  the  case  of  the 
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'leath  of  cither,  the  surviving  partner  to  the  executors 
.  r  aclnnn.strators  of  the  party  deceased,  shall  and  will 
or!  './'■"'^•/""'  ,fl  final  account  of  all  things  as 
.iforesaKl  and  „i  all  things  well  and  trulv  adjust  the 
satne.  and  also  that,  upon  making  such  accounts,  all 

;l^Lh'7  n ''"''  "'  '"'"  ^'  ^^^  8^^'"  ^"'l  •■"^••^'''^e  thereof. 
XX  hich  shall  appear,  or  ,s  found  to  lie  remaining,  slial 
•)e  equally  app^mioned  and  divided  between  them  the 
said  co-partners  their  heirs,  assigns  or  legal  representa- 
tives, share  and  share  alike.  t>  f  1 
In  witness  whereof,  the  said  parties  have,  to  these 
presents,  hereunto  set  their  hands  and  seals  the  day 
and  year  first  above  written.                                        ^ 

Herman  Crane, 

q;^«^        11      J  J  ,.  J°"''^  Winters. 

Signed,  sealed  and  debvered  in  the  presence  of 

PROMISSORY  NOTE. 
$300.00  Chicago.  December  16.  10—. 

Sixty  days  after  date.  I  promise  to  pay  to  ALCarr 
or  order,  three  hundred  dollars,  value  received. 

F.  Brown. 
NEGOTIABLE  NOTE. 
$200.00  Montreal.  January  3.  lo-. 

I'our  months  after  date.  I  promi.se  to  payTo  L 
1  ayne.  or  bearer,  two  hundred  dollars,  value  received! 

G.  Amos. 
JOINT  NOTE. 

''^^■^  .  London,  August  2.  ig — . 

Nine  months  after  date  we  severally  and  jointly 
promise  to  pay  to  T.  Wil.son  &  Co.,  or  oi-der.  seventy- 
fix  e  dollars,  value  received.  ' 

S.  Sage, 

T.  Nelson.      . 
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l^OWKR  OF  ATTURNKV. 
Know  all  men  by  these  presents,  that  I,  R.  Hull,  of 
-,  merchant,  have  made,  constitnted  and  ap- 


lK)inted,  and  by  these  presents  do  make,  constitute  and 
apiK)int  the  Hon.  L.  Francis,  of  the  same  city  as  afore- 
said my  true  and  lawful  attorney,  for  me  and  in  my 
name,  and  for  my  use,  to  ask,  demand  and  sue  for, 
recover  and  receive  all  such  sum  or  sums  of  money, 
<lebts.  goods  and  wares,  and  oi  other  demands,  whatso- 
ever, which  is  or  sliall  l)e  due.  owing,  payable,  and 
l)el()nging  to  me,  by  any  manner  or  means  whatsoever, 
especially  (here  state  the  object).  Hereby  ratifying, 
allowing  and  holding  for  firm  and  eflFectual,  all  and 
whatsoever  my  said  attorney  may  lawfully  do,  in  and 
a1x)ut  the  premises,  by  virtue  hereof. 

In  witness  whereof,  I  have  hereunto  set  my  hand 

and  seal,  the  seventh  day  ot  May,  19 . 

R.  Hull. 

BILL  OF  SALE. 

Know  all  men  by  these  presents,  that  I,  Louis 
Stephens,  of ,  in  consideration  of  two  hun- 
dred dollars  to  me  paid  by  Henry  Cole,  of  the  same 
place,  have  bargained  and  sold  to  the  said  Cole,  the 
following  goods  and  chattels,  to  wit :  Fifty  bushels  of 
wheat,  two  tons  hay,  fifteen  sheep  and  two  horses.  In 
w  itness  whereof  I  have  hereunto  set  my  hand  and  seal 
this  4th  day  of  October,  19 — . 

Louis  Stephens. 

Signed,  sealed  and  delivered  in  the  presence  of 

NOTICE  OF  DISSOLUTION. 

Notice  is  hereby  given,  that  the  partnership  lately 
existing  between  George  R.  McQelland  and  Thomas 
DeWitt,  of  the  City,  County  and  State  of  New  York, 
under  the  style  or  firm  of  McClelland  &  DeWitt.  gro- 
cers, has  been  this  day  dissolved  by  mutual  consent. 
Either  party  will  sign  in  liquidation. 

[Seal.]  George  R.  McClelland, 

Thos  DeWitt. 
Feb.  7th,  19—. 
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W.  K.  White.  Esq     '    ""'•  '•  8-  T*"  "'^  """^  long, 
clearness,  e  e-     Rom^   n  I;  ,  •?.     .  ^P^asis  anrl 

and  in  numbers.  8:30  a  m  following: 

(')■  is'illf^r*'""f°^'  "'  QUESTION  MARK 

.   8.     QUOTATION  MARK<!  /"    -■. 

inclose  quoted  or  borr3  eLLl^nl  7  ^"%l° 

Captain  said.  "Forward,  march^'  *'     ^''* 

t J-    •  "^      -^^^   ^~'  ^lio'"  tliat  a  word  or  «, 

Se;Hip-  ^^r  x^-Cni-  - 

II.     PARENTHESIS   ()   serves  th.;* 
pose  as  the  dash.  ^  ^        ^  ^''^  '^"^  ?">■■ 
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CAPITAL  LETTERS. 


The  fish 


I.    The  first  word  of  each  sentence,  e.  g. 

'T' First  word  of  every  line  of  poetry,  such  as. 
Once  upon  a  midnight  dreary, 
As  I  pondered  weak  and  weary. 

3.  All  names  of  persons,  firms,  corpo^-ation^^^^^ 
cities  and  books,  e.  g.  John  Brown,  Star  Umon, 
Ethical  Qub,  Pocket  Atlas.  ,  ^  _*, 

4.  Names  in  Geography  and  Historical  Events, 
c  g  North  America,  French  Revolution. 

5. .  Days  of  the  week  and  months  of  the  year,  e.  g. 

Monday,  January. 
6     The  letters  I  and  O  when  used  as  words. 

7.    All  titles  of  honor,  such^Mr^-o^W^^^ 

troductory  salutations,  for  »"/^"^' P*^' ^'I^  your^ 
first  word  in  a  condusioii  of  courtesy,  for  «.,  xou 

truly. 
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